DCMC Metrics Users Guide Version 5.0

Appendix A — Help Feature

The Metrics application provides you with extensive on-line Help that is available from any
function screen. This Help reflects the contents of the Users Guide. The feature is comprised of
individual Information widows. Each Information window contains a piece of information, called
aHelp Topic, that describes a specific Metrics feature or issue. Three Search windows that you
use to locate information are also available. Each Help Topic is related to a chapter, section or
subsection of the Users Guide.

Accessing Help

Y ou can access Help through the Help options on the menu bar or with the Help icon. The
options that appear when you select the Help item on the menu bar are described below.

Help Option Action Upon Selection

Contents Opensthe Metrics on-line Help feature. If you have used Help in other Windows applications, you
aready know how to take advantage of this option. If you have not activated Help during your
present session, the Help Contents window will open by default. If you have activated Help during
your current Metrics session, the Help search window that you used most recently will open.

About Displays the version information about the current Metrics application. A pop-up window displays
this version information. To close the About window, click OK. To exit the About window, select
File: Exit.

Help Icon and Screen-Level Help

Clicking the Help icon or pressing the F1 key from any Metrics function screen
@ accesses screen-level Help. Screen-level Help provides specific information by
Help Icon  Oopening the Information window for the active Metrics application and screen.

ManTech Systems Solutions Corporation Appendix A — Help Feature
July 12, 1999 Page 1




DCMC Metrics

Users Guide

Version 5.0

Searching with Help

Help has three different Search windows (Figure 1). Y ou can perform different types of searches

depending on your need.
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Figure 1 Help Contents, Index and Find Windows

The Contents window allows you to look for information listed as headings in the

Users Guide. Click the Contents tab to open the Contents window.

The Index window allows you to look for information listed in the Users Guide Index.
Click the Index tab to open the Index window.

The Find window allows you to look for most words used in the Users Guide. Click

the Find tab to open the Find window.
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Tabs and buttons common to each of the three Help search windows allow you to navigate easily
through the Metrics Help feature. The common tabs and push buttons are shown in Figure 2.

Help Topics: Metrice Users Guide I

Click. a book, and then click Open. Or click another tab, zuch az Indes.

% To Begin =
@ Logaing In

@ Changing “our Password

@ Metrics Main Screen

@ Common Screen Festures

@ Mewy, Open and Delete Functions

@ Marviggating

@ Ertering and Editing Data

@ Exiting

@ DIRAMS Yerzion 5 Global Changes

@ Early cas

@ Earned Yalue Management Systems

@ Earned Yalue Management Systems Admin.
@ Extimating System

@ Federal CAS |

Open Brrint... | Cancel | )
—

Figure 2 Tabs and Push Buttons

Common Help Search Window Tabs

These tabs are common to all Help search screens and allow you to move between the different
search screens. Tabs and their functions are listed below.

Tab Action

Contents Activates Metrics Help Contents window. This search window contains alist of all headingsin the Users
Guide.

Index Activates Metrics Help Index window. This search window uses a list of bookmarked index entries from the

Users Guide to answer queries.

Find Activates Metrics Help Find window. This search window uses alist of words from the Users Guide and a
list of Help topics to answer queries.
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Common Help Search Window Buttons

These buttons are common to all Help search screens and alow you to perform actions within a
particular search window. Buttons and their functions are described below.

Push Button [Action

Open Appears only on the Help Contents window. (Depending on what you are trying to do, Open sometimes
togglesto Display.) Click on aclosed book icon to select that book, then click Open to open that book and
reveal the subheadingsinside.

Display Appears on the Find and Index windows. It also appears on the Contents window when aPage iconis
selected. Click Display to open the Information window for a selected search element.

Print Prints the selected topic. If you select aBook icon, every topic that falls beneath that book (i.e., every
section within that chapter) will be printed. This feature is only available on the Find Contents window.

Cancel Closes the current Help search window. If an Information window is open underneath the current search
window, the Information window remains open and Help stays active after the search window closes.

Contents Window

To view the Help Contents window, Click on Contents from any Help Information window, or
click the Contents tab from the Index or Find search windows. The Contents window is shown

in Figure 3.
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Figure 3 Contents Window
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This screen consists of alist of chapters from the Users Guide, each next to an icon of a closed
book. Sections and subsections are found on submenus inside each book.

Book Icons

To find help information about a particular heading, click the desired Book icon or text, then
click Open (or double-click on the icon or related text). The Book icon will open to reveal
another list of lower-level headings from the Users guide. These new topics may be represented
by more closed Book icons or by single Page icons. Opening closed books will reveal more
menus.

Note: To close abook, click on the icon or text, then click Close or double-click on the text or
icon. All books within that book will also close.

Page Icons

The single Page icon with a question mark represents a help topic. Help topics are displayed in
Help Information windows. Click aPage icon, then click Display (or double-click on the icon
or text) to open the Help Information window for the chosen topic.

Index Window

To reach the Help Index search window, click on the Index tab from the Contents or Find
windows or choose Search from a Help Information screen. The Index window is shown in
Figure 4.

Help Topics: Metrics Users Guide EHE

/mw;— I

Click this tab to view 1 Tvpe the first Few letters af the word you're looking for.

the Help Index window.
2 Click the index entry you want, and then click Display.
~ # Days, Packaging ﬂ

Enter search word(s) # Days

h # Major Accepted during C & UT, Software Surveillance
ere. # Major Accepted during C & UT

# Major Accepted during DD, Software Surveillance

# Major Accepted during DD

# Major Accepted during PD, Softvware Surveilance

# Major Accepted during PD

Major Accepted during SRA, Software Surveilance
# Major Accepted during SRA
# Major Accepted during SWW ACC Software Surveilance
# Major Accepted during Sy ACC
# Major Accepted during 3% ACC

# Major Accepted for S5 ACC, Software Surveillance

Find |

Select desired topic

i i # Major Accepted Total, Software Surveilance
here, then cll_ck Dispay e ot
(Or double-click the # Major Generated during C & UT, Software Surveillance _:_j

topic).

Display 1 Frint... ; Cancel i

Figure 4 Index Window

The figure above shows two boxes. The top box contains a blinking cursor and the bottom box
contains alist of words from the Users Guide Index. In the top box, enter the first few letters or
words you want to find.
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Note: If you enter uppercase letters, only words in all uppercase will be searched. If you enter
lowercase letters, both lowercase and uppercase words will be searched.

The bottom box automatically scrolls to the section of the list containing what you enter. Click on
the desired index entry from this box and click Display (or double-click the entry) to open the
Help Information window for the chosen entry. Y ou may also search by manually scrolling
through the list of Index words using the scroll bar.

Find Window

To open the Help Find window, select the Find tab from the Index or Contents search windows.
The Find search window is shown in Figure 5.
Help Topics: Metrics Uzers Guide EHE

1 Type the word(z] you want to find

Coboio | 10

Click this tab to view
the Help Find window.

A— _‘_! Clear |

Enter your search 2 Select some matching words to namow vour search Optiors... |
word(s) here. . | Find Sir.. !
Eind Mow I

Bebuild... |

3 Click a topic, then click Display

Acceptable Propozal Date

Accessing a Function Fron the Menu Bar
Acceszsing a Function From the Metrics Main Screen
Accessing the Login Screen

ACD |

|'I 563 Topics Found | | All words, Begin, Auto, Pause |

Dizplay I Fririt... | Catcel |

Figure 5 Find Window

The figure shown above consists of three boxes. The top box contains a blinking cursor. Enter the
word(s) or phrase to search in the top box. Y ou should see a change in the other two boxes.

Note: If you enter uppercase letters, only words in all uppercase will be searched. If you enter
lowercase |etters, both lowercase and uppercase words will be searched.

The middle box contains a list of words that appear in the Users Guide. The current words are
similar to what you entered in the top box. The more words you enter into top box, the more
specific your search and the fewer words appear in middle box. Select the item in the middles box
that most accurately reflects your search needs. (Y ou may select more than one item from the
middle box.)

Note: If no words appear in the middlie box, the Users Guide does not contain your search words.
Try amore general search.
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The bottom box lists the titles of Help topics whose Information screens contain at least one of
the selected terms in Box 2. Click on a Help topic in the bottom box, then click Display (or
double-click on the topic) to see the Help Information window associated with that topic. This
Information window will contain at least one of the words selected in the middle box.

Y ou may also search by manually scrolling though the Index terms or the Help topics using the
scroll bar. The bottom two boxes contain complete listings when the top box is unpopul ated.

Find Search Screen Buttons

The Find search window has five buttons in addition to those common to all three Help search
windows. They are listed and described bel ow.

Button Action
Clear Clears search words from the top box.
Options Opens Find Options window. This menu allows you to specialize how and when you search for your

word(s) or phrase.

Find Similar Searches for Help topics in the bottom box that are related to those you marked as relevant to your
search. This push button may not be available unless you first change the search settingsin the Find
Options window.

Eind Now Searches for Help topicsin the bottom box that contain the text or phrase you specified. If this push
button is not available, the search happens automatically after you type the word or phrase. To use the
Find Now button, change the settings in the Find Options window.

Rebuild Opensthe Find Setup Wizard window to rebuild the word list. Thiswindow allows you to recreate the
word list that Help uses to search for matches to your queries. The Find Setup Wizard appears
automatically the first time you access the Help Find window and periodically after that.
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Find Setup Wizard

When accessing the Find window for the first time (and periodically after that), the Find Setup
Wizard window will pop up. This feature rebuilds the word list used for searching with the Find
window. Follow the directions in the window to compile the word list. The same window appears
when you click the Rebuild button on the Find window. The Find Setup Wizard is shown in
Figure 6.

Find Setup Wizard

Find enables you to zearch for specific words and
phrazes in help topics, instead of zearching for
information by categony.

Before you can uze Find, *indows must first create a list
[or databasze), which contains every word from pour help
file[z].

To create this list now click MNext.

% Minimize database size [recommended

1~ Magimize search capabiliiies

= Customize search capabilities

< Back I Hest > I Cancel

Figure 6 Find Setup Wizard

To set up the Help find functionality:

1. Sdlect Minimize database size (recommented). Note: Thisis the default
selection.

Click Next >. The window changes.
Click Finish. Theword list is created. (This may take a few seconds.)
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Help Information Windows

A Help Information window (Figure 7) appears once you select a specific topic from one of the
three searches above or click the Help icon (or press F1) from a Metrics function screen.

It isimportant to click Eile: Exit to close a Help Information window when you are finished
using the Help feature. If you do not exit in this manner, Help will remain active after you exit the
Metrics application.

< Metrics Uzers Guide
C.lLile Edit Bookmark Optionz Heln

Early CAS Overview

In an attempt to minimize acquisition problems, Defense Contract Management Command
(DCMC) supports Early Contract Administration Services (CAS) invalvement. Twa of the four
Early CAS screens developed for this Metrics application are for entering information at the time
the suppont effort beging. The other two Early CAS screens are for entering information when the
support ends. This function was modified for the DIRAMS Yersion 5 release.

Note: Currently, you cannot enter certain special characters (e.g., apostrophes and semicolons)
into some data boxes.

More:

To Add or Create Mew Record s

To Move to the Mext Screen Double-click on the

To tdove to the Previous Screen colored text to see

To Add Multiple New Recards additional information.

To Wiew or Edit Existing Record

Figure 7 Help Information Window

Help Information windows provide information about selected topics. Use the menu bar and
buttons to navigate to other screens. Most of the Metrics Help Information windows contain text
that is green. These are links to other Information screens that are related to the current help topic.
Double click on the colored text for more help.

Help Information Window Buttons

A description of the Help Information Window button functions is provided in the following
table.

Button Action

Contents Opens the Contents Search window.

Search Opensthe Index Search window
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Button Action

Back Returns to the Help Information window open before the current window.

Print Prints current Help Information window

<< The Help Information windows are arranged in order, so it is possible to browse from window to window

across topics. The Information windows are arranged in the same order as the Help Contents window. Click <<
to move backward in the chain of Help Information windows.

>> The Help Information windows are arranged in order, so it is possible to browse from window to window
across topics. The Information windows are arranged in the same order as the Help Contents window. Click >>
to move forward in the chain of Help Information windows.

Menu Bars

The Help Information window has five pull down menus. These menus work as any other
Windows menus. They are shown and described below.

Eile Options

The options that appear when you select File are shown below.

File Action

Open... Allows you to open another file through Windows.

Print Topic Printsthe entire topic.

Exit Exits the Help Feature and returns to the Metrics application that was last active.
Edit Options

The options appear when you click on Edit and are shown below.

Edit Action
Copy (CtrlI+C) Copies contents of Information window to the clipboard.
Annotate Opens the Annotate dialog box.
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Annotate Dialog Box

Click Annotate to open the Annotate dialog box (Figure 8).

+ Annotate
Current annotation:

" _:__l Save

Cancel

Delete

Copy
Paste

Figure 8 Annotate Dialog Box

Pl el B

This dialog box provides a space for you to type any additional information you want associated
with this Help Information window. When an Information window is annotated, a paperclip
appears at the top of the window. Click on the paperclip to display the dialog box and annotation
text.

To make an annotation:
1. Typedirectly into the blank space in the dialog box.
2. click the Save push button.
To erase an annotation:
Click Delete.
Asin other applications, the Copy button copies selected text onto the clipboard; the Paste
button copies the contents of the clipboard onto the cursor’s present location in a document.
Bookmark Options

The options that appear when you click Bookmark are shown below. In addition, any
bookmarks created will be listed underneath the option. Click on any bookmark on the list to see
the related Help Information window.

Bookmark Action

Define... Opens the Bookmark Define dialog box to create or erase a bookmark.
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Bookmark Define Dialog Box

Click Define to open the Bookmark Define dialog box (Figure 9).

Bookmark Define [ 2] !

Bookmark name:

Early CAS 0vervies

Cancel

i

Delete

Figure 9 Bookmark Define Dialog Box
This dialog box contains two boxes. The upper box is populated with the title of the current
Information window.
To bookmark this window:

Click the OK button. This Information window is now listed on the Bookmark pulldown
menu and can be accessed from any Information window.

Note: You may change the name of the bookmark by selecting the title and entering a new one
before clicking OK. Thiswill not change the name of the Help Information window itself.

The lower box contains alist of existing bookmarks, if any.
To erase a bookmark:
1. Click on abookmark to select it for deletion

2. Click the Delete button. (The Delete button is only available if bookmarks are
already present.)

Note: Click the Cancel button at any time to close the dialog box and return to the Help
Information window. No changes are saved.
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Options Options
The following choices are available under the Options menu.

Options Action

Keep Help on Top [ Controlsthe position of Help screens when toggling between different windows. The three options
given are Default, On Top, and Not On Top.

Default tiles the active window on top of al others.
On Top tiles Help on top of all windows, even if itisnot active
Not On Top tiles Help underneath other windows, even when it is active.

Display History Opensthe History dialog box. Thisbox lists al the Help Information windows that have been opened

Window during the current Help session. Click thetitle of any window listed here to move to that screen.

Font Allows you to adjust the size of the font on Help Information screens between small normal and large.
Use System Changes color scheme of Help widows to the system color scheme. The color change will not take
Colors place until you restart Help. A dialog box pops up with the option of close Help now. Y ou may close

Help and re-open the feature to see the color change. If you choose to not close Help at thistime, the
color change will take place the next time you restart Help.

Help Options
The following choices are available under the Help menu.

Help Action
Version Opens adialog box with information about the current version of Microsoft Windows Help. Click OK to close
the dialog box.
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